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	Richmond AID Person Specification and Job Description 


	Name of Role
	Community Employment Specialist (CES)

	Responsible to 
	Operations Manager 

	Post Description 
	The CES role is an innovative way of supporting disabled people by running a peer support job club and delivering a full journey to employment (J2E) service for disabled people. The CES will provide advice, mentoring, training and support to disabled job seekers, JCP staff and employers to remove barriers to disabled people finding and sustaining employment. The CES will be expected to split their time between the J2E job club, JCP and employer engagement activities. 

You must be passionate about supporting disabled people to find and secure paid employment. 



	Experience & Knowledge 
(Assessed at application and interview) 
	Skills & Abilities 
(Assessed at interview) 

	Essential 
1. Experience in a role which relied on exceptional communication skills
2. Excellent administration skills and working knowledge of MS Word, Outlook, database entry and other applications 

3. Understanding of the social model of disability and a passion for social justice. 
4. Experience of setting up and running a project/event in either your professional or personal life
Desirable 

5. Lived-experience or personal experience of disability 
6. Experience of delivering services or support to vulnerable people 
7. Experience of delivering training,  facilitating or coaching groups or individuals 
8. Experience of working in supported employment / welfare to work services. 

9. Experience of setting, recording and evidencing outcomes
10. A teaching/coaching/social care qualification 
	Essential 
· Presentation skills

· Ability to influence and negotiate

· Ability to identify and resolve problems

· Good time management and task prioritisation 

· Excellent organisational skills
· Person-centred approach 
· Able to work independently as well as part of a team

· Report writing skills

· Action orientated and can-do approach

· Excellent networking skills 
· Excellent communication skills both written and oral 
· Task orientated and can-do approach



	Other requirements

	This post will be subject to a satisfactory Enhanced DBS check carried out by Richmond AID. Ability to travel around London and Greater London (public transport or own car) as required, in particular but not limited to Richmond, Brixton and Harlesden boroughs. 

	

	Main Tasks and Duties

	General 

1. Overall responsibility for setting up, advertising monitoring, delivery, evaluation and managing well organised and effective job club and peer support groups
2. Line management and supervision of the Employment Officer role to support in the running of the job club and peer support group
3. Overall responsibility for developing and maintaining the relationship with Job Centre Plus. 
4. Responsibility for compiling monitoring and evaluation reports for the funder
Within Jobcentre Plus, the CES will be responsible for: 

1. Developing robust and effective referral processes and protocols by working collaboratively with Work Coaches and Disability Employment Advisers (DEAs) at JCP to identify potential participants
2. Providing insight into the issues many disabled people face in finding and securing employment, building disability awareness and supporting Work Coaches by providing advice on complex cases as required

3. Providing a clear line of communication and partnership between Jobcentre Plus and the J2E Job Club to ensure participants receive a joined-up package of employment support

4. Providing face-to-face independent disability advice for job seekers in Jobcentre Plus and signposting to specialist support services

Within the J2E Job Club, the CES will be responsible for:  
5. Supporting J2E Job Club participants to identify personal barriers, manage health conditions and support participants to overcome barriers 

6. Working with and inspiring participants to identify training needs, developing personal goals, objectives and action plans for participants to work towards

7. Arranging one-to-one support with specialist advisors, mentors, coaching and/or training to build basic skills and improve confidence levels in preparation for work 

8. Supporting participants to develop CVs, job applications, job searches, interview skills and the ability to travel independently

9. Arranging financial management advice including welfare benefits to support the move into employment and signposting to other support services
10. Raising awareness and supporting individuals to use Access to Work services
11. Supporting clients to start and sustain employment 

12. Offering mentoring and facilitating peer to peer in-work support 
Working with local employers, and partner the CES will: 

13. Develop links with local businesses to up-skill employers in disability issues, including awareness of reasonable adjustments, Access to Work and Disability Confident. 
14. Secure job tasters, work placements or volunteering opportunities for participants to enable employers in the benefits of employing disabled people (as per the Social Value Act) to try to reduce myths and concerns about employing disabled people.
Administrative and organisational: 

15. Keep accurate records of all clients and maintain a database of client information, continue to update client records with progress and outcomes.

16. Complete all monitoring and evaluation as required by the funder and Richmond AID.  

17. To liaise and create effective working relationships with partner organisations. 

18. Ensure that the project is compliant with the Social Model of Disability 

19. Comply with Richmond AID’s policies and procedures 

20. Attend training and development as identified by you and your manager.

21. Attend team meetings and supervision.  

22. You will need to travel extensively within LB Brixton, between Richmond AID’s office in Teddington and the wider client-travel -to work areas as part of this post
23. You  may need to work outside of normal office hours including evening and weekends depending on client need 

24. Any other work commensurate with the level of this post. 


